JACKSON TOWNSHIP

JOB DESCRIPTION
    ADMINISTRATOR   
POSITION SUMMARY:
Under immediate supervision of the Jackson Township Trustees, the Administrator works with minimal supervision to perform various professional duties for the Township and provide information and assistance to residents, business community, the public, and to the Jackson Township Board of Trustees. 
This position is distinguished by its reporting relationship, its ongoing responsibility for assignments requiring use of administrative skill, independent judgment, organizational and coordination skills needed to assemble and review various documents. Assigned duties may include administrative and technical tasks, monitoring or preparing schedules which require a thorough knowledge of Jackson Township policies, procedures, and programs. Ability to perform other related duties as may be assigned.

As an exempt position from the Fair Labor Standards Act, this position is part-time/ 25 hours per week, typically Monday-Friday
Rate of Pay: $25.00/hr.
Applications can be emailed to fiscalofficer@jacksontwpclermontoh.gov or mailed to: Jackson Township Board of Trustees at 3263 US Route 50 Williamsburg, Ohio 45176

Applications to be received until: May 31, 2024

BENEFITS:
Employer paid 14% contribution to OPERS (retirement system), mileage reimbursement for use of personal vehicle, health care reimbursement stipend, training allowance.

ILLUSTRATIVE DUTIES:  Essential and other important responsibilities and duties may include, but are not limited to, the following:
· Assist in the administration, enforcement, and execution of the polices and resolutions of the Board of Trustees

· Supervise and direct the activities of affairs of the divisions of township government under the control or jurisdiction of the Board of trustees

· Attend all meetings at which attendance is required by Board of Trustees
· Recommend measures for adoption to the Board of Trustees

· Prepare and submit to the board such reports as are required by Board of Trustees or as the administrator considers advisable

· Keep the Board of Trustees fully advised on the financial conditions of the township. Works closely with the township Fiscal Officer in preparing and submitting a budget for the next fiscal year.

· Prepare and submit to the Board of Trustees the annual capital plan. 

· The Board of Trustee may assign administrator any office, position, or duties under its control by resolution; such office, position, and duties to be performed under the direction and supervision of the Board of Trustees.
· Supervise Maintenance personal, as needed.
· Support Fire Chief 
· Pursue grant opportunities on behalf of the Township

· Establishes and maintains files
· Conduct short- & long-range planning

· Represent the Board of Trustees at public and private functions

· Develops prepares and submits in advance Board of Trustees meeting agenda 

· Evaluate computer software/hardware needs and make recommendations, implement changes.

· Establishes, maintains, revises, and updates departmental filing system.

· As assigned, establishes and prepares meeting packets.

· Serves as central liaison for dissemination of information.

· Prepare reports for Jackson Township Trustee’s, various committees as directed; undertake research; prepare reports.
· Maintain Township Master inventory list & Red Tag are inventory

· Advise and/or consult with township zoning personnel. Board and Commissions.
· Supervise and coordinate zoning department staff, as necessary.
· Maintain the Township calendar.
· Answer questions and provide information to the public.
· Make public presentations and present oral reports on information and activities.

JOB REQUIREMENTS:
Knowledge of:

· Computer functions.

· Principles and procedures of record keeping.

· Principles of business letter writing and technical report writing.

· Modern office methods, practices, procedures, and computer equipment.

· Motivational leadership and interpersonal relations 

· Ohio Township Law

· Workplace safety

· Inventory control & Red Tag process
· Township policies and procedures

· Budgeting and Grant writing
Ability to:

· Take initiative and be a self-starter.

· Analyze and compile technical and statistical information.

· Prepare clear and concise oral and written reports.

· Understand and carry out oral and written directions.

· Communicate clearly and concisely, both orally and in written form.

· Organize, prioritize, and complete projects.

· Handle multiple-task responsibilities.
· Establish and maintain cooperative-working relationships with those contacted in the course of work. 

· Provide confidentiality to members and staff.

Experience and Training Guidelines:

Any combination of experience and training that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Experience:

· High school diploma or GED equivalent with two to three years’ administrative experience.

PHYSICAL EFFORT AND WORK ENVIRONMENT:
Environmental Conditions:

· Office and field environment; work with computer and office equipment

Physical Conditions:

· Essential functions may require maintaining physical condition necessary for sitting, standing, or walking for prolonged periods of time.
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